
Request Account on CDOT's Vendor Portal 

Work Instruction 

Monday, December 15, 2014 Preliminary 1/8 

�

�

�
Purpose  

�
�

Vendors who are new to doing business with CDOT need to use this procedure to request an initial 
account on CDOT's Vendor Portal. 

�

  Vendors who were already doing business with CDOT prior to December 1, 2014, do not need to 
request an account. These vendors will be sent an initial user name and password and will need to create 
the permanent user name and password for their company's account. 

�
Helpful Hints  

�
·   This document provides step-by step instructions with screenshots. If you have trouble 

finding the location of a button or a field included in a step, look for step's number next to one 
of the preceeding screenshots. That number will point to the button's or field's location on the 
screen. 

·   To ensure that you are using the most updated document, open it directly from CDOT's 
website in the Business Center. 

·   CDOT’s Vendor Self-Service Portal is compatible with any version of Internet Explorer, 
Google Chrome or Mozilla Firefox. If you experience compatibility issues using newer 
versions of Internet Explorer, enable the compatibility/enterprise mode to be fully compatible 
with this portal. 
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�
Procedure  

�

1. Start the transaction using the URL:  http://www.coloradodot.info/. 
�

Travel Plans? — CDOT  
�

�

2. 
Click BUSINESS CENTER tab. 

2�
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Business Center — CDOT  
�

�

3. From the Business Center panel, click Procurement Bidding More… link. 
�
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Overview — CDOT  

 
�
�

4. Click the Initial Portal Registration Form link to request an initial account on CDOT's Vendor Portal. 
The Supplier Self-Registration screen displays. 

4
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Supplier Self-Registration  
�
�
�
�
�
�
�
�
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�
�
�
�
�
�
�
�
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�
�
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�
�

5. Complete the fields in the General Company Information section to provide CDOT with your 
company's basic contact information. Complete all required fields that are designated with a red 
asterisk * , as well as any optional fields that may be applicable to your company. 

�

You may need to scroll down the screen to see the next section, Contact Person  
Information . 

�

6. Complete the required fields in the Contact Person Information section to inform CDOT of your 
company's contact person and how to communicate with that person directly. 

�

The name entered here will be the contact person for your organization. The contact person 
will be the only person who can access the account unless they share the user name and 
password. 
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General Company Information  
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7. The Data Privacy Statement section provides a link to CDOT's Privacy Policy. Once you've read 
and agreed to CDOT's Privacy Policy, click the Yes, I have read the data privacy statement and 
accept the terms.: check box . 

�

   Before this checkbox is selected, the Send button  is grayed out. When you 
select it, this button is activated. 

�

8. Click Send button . 

�
Confirm  

�
�
�
�
�
�
�
�
�
�
�
�
�
�
�

9. Click Close button . 
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Desktop  
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10.  You will receive an automatically-generated email to confirm that CDOT has received your request 

for an account on CDOT's Vendor Portal. 
�

   Once your account request has been processed, you will receive two additional emails: 
·   One email will include your temporary user ID and the link to the Vendor Portal 

Account Creation screen. 
·   The other email will include your temporary password. 

�

See the "Create Account on CDOT's Vendor Portal" instructions for more detail on how 
to create your user name and password. 

�

11.  You have completed this transaction. 
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�
Result  

�
�

You have successfully requested an account on CDOT's Vendor Portal. CDOT will process your request 
and send you two separate emails with a link to the Vendor Portal Account Creation screen, your initial 
user name and your initial password. You will then need to create your account on CDOT's Vendor Portal. 
See the "Create Account on CDOT's Vendor Portal" instructions for more detail on how to do this. 


